
STUDENT 
ASSOCIATION 
CLUB PACKET 



IMPORTANT DATES 
Club Fair: 

• Wednesday February 1st from 10am – 2pm 

• Set-up starts at 9:15am 

• Spots throughout Fidel are first come first serve 

• VOLUNTEERS NEEDED!!! 

 

Club Packets: 

• Due by Monday February 6th to me in Fidel 170 

• Please send picture and description in a word file to 
jwise@nmt.edu  

 



Associate Clubs 

•Recognized SA Club 

•No SA budget 

•No volunteer hours 

•Minimum of 15 members  

•Required to submit a club packet 

• Minus budget & cover letter 



Associate clubs cont. 

•Clubs with outside bank accounts 
WILL NOT be recognized by SA 
 

•Can only submit 1 Bill per semester 
 

•Can only submit 1 event grant per 
semester 

 
 



Club Charter (Form A1) 



 Club Advisors 
•Clubs should work closely with their 
advisors 
 

•However, the advisor is not running 
your club! 
 

•All purchases & reimbursements 
done by the advisor must be 
approved by an officer of the club  

 
 



Club Roster (Form A2) 
• SA clubs require 20 members 

• # of members affect required volunteer hours 
and budgets 

• Prefer majority of members to be 
undergraduate 



Club Budget (Form A3) 



Operating Costs 
• Email accounts 

• We are terminating inactive accounts 

• Printing 

• If caught using account for personal 
printing then club’s budget will be docked 
x amount 

• Costs 

• $2/semester for account 

• $4/year for spam filter 



Budget Cover Letter 

• Required with the club budget 

• Detailed explanation for why your club 
requires these funds 

• Be as thorough as you can! 

• Items not described will not be 
considered 

• Address this letter to the Finance 
Committee 



Constitution & Bylaws 
• Required for all clubs 

• Explanation of how your club functions 

• Meetings 

• Election Process 

• Voting procedures to change by-laws 

• Club Officers and Responsibilities 

• Member Requirements & Responsibilities 
 

• Examples on SA website 

• http://infohost.nmt.edu/~sa/Sample1.pdf 

• http://infohost.nmt.edu/~sa/Sample2.pdf 

http://infohost.nmt.edu/~sa/Sample1.pdf
http://infohost.nmt.edu/~sa/Sample2.pdf


Description & Pictures 

• Short description of your club for SA 
website 
 

• Current club picture for website 
 

• Email both to jwise@nmt.edu by 
Monday the 6th at 7pm 
 

•Will only be posted to website if 
emailed! 

mailto:jwise@nmt.edu


Club Inventories 

• Detailed list of items purchased with SA 
money that should include: 

•Condition of item  

•Year purchased 

•Price 

•Description of item 

• Do not include expendable items like food! 
 

• There will be consequences if your 
inventory does not match our records 



Reimbursements (Form B1) 
 

• Requires an 
itemized receipt 
 

• If more than $100 
please put:  

• A phone number 
on the form 

• Attach the credit 
card statement 

 



Reimbursements cont.  
 

• We reimburse items that were approved in 
your club’s budget or bills 
 

• Any other expense should be approved 1st by 
the CFO 
 

• There should be no personal items on the 
reimbursement receipt 
 

• We do not reimburse for: 

• delivery charges 

• alcohol 

 



Purchase Card 
• Used to purchase items without having to do 

reimbursements 

• Cannot be used at restaurants 
 

• Must email CFO to obtain the card including: 

• How much you will spend 

• What, why, & when you are purchasing 
items 

• Only officers can request card 
 

• If approved pick up card from Budget & 
Analysis in Brown 



Travel Requests 
• Funding for Travel is usually requested in the 

form of an Senate Bill 
 

• If approved you need to get travel forms from 
the Travel Office (2nd floor Fidel) 
 

• Must bring these forms to get signed by the 
CFO at least 1 week before your trip 
 

• You will not get reimbursed if it is not taken 
care of beforehand! 

• You must turn in travel forms even if you 
aren’t paying for your trip! 



Bills (Form B2) 



Senate Bill Application (Form B3) 



Event Grants 

• Used for ON-CAMPUS events only 

• Maximum of $300 given for events 

• Done electronically 

• Event grant form found at 

http://infohost.nmt.edu/~sa/forms.php 
 

• Can only receive a max of 3 event 
grants/semester  

 

http://infohost.nmt.edu/~sa/forms.php
http://infohost.nmt.edu/~sa/forms.php


Volunteering 
•SA Clubs are REQUIRED to volunteer 

•# of hours is based on the # of club members 

•# members/5 = required volunteer hours 

•We round up 

•Emails are sent for SA volunteer opportunities 

•Volunteering is YOUR responsibility 

•Outside volunteering MUST BE approved one 
week prior to said event 

•Don’t wait to give me your clubs hours at the 
end of the semester 



SAB Committees 
•Clubs in charge of SAB Committee will  

  receive volunteer hours 
 

•Requirements: 

•attend bi-weekly SAB Meetings  

•host 3 events (1 during Spring Fling) 
 

•Three Committees include: 

1)Outdoor      2) Special Events    3) Dance 
 

•Return contract to SAO (Fidel 169) if interested 



Clubs on Probation 
• Who is on Probation? 

• New clubs 

• Clubs with negative balance after club packets are 
turned in 

• Clubs not meeting Fall volunteer requirements 
 

• What does Probation mean? 

• You can only receive a maximum of $300 

• You can still apply for a Bill, however 
 

• How do you fix it? 

• If on probation your club will have additional 
volunteer hours 



SAC & Equipment Reservations 

• Clubs are welcome to reserve the SAC 
and/or any SA equipment 
 

• Must be submitted at least 1 week prior 
to event 

• Or we will refuse the request! 
 

• SAB equipment reserved through the SAO 
 

• SA equipment & SAC reservations through 
the SATD 



SA Meetings & Website 
• It is beneficial for club representatives to attend 

General SA meetings 
 

• Great place to hear about issues and learn 
about SA opportunities for volunteering 
 

• The website lists all SA officers contact 
information and office hours 
 

• We will also try to better keep the volunteer 
hour list updated on the website 

• I always have an updated list if its not current on the 
website  



QUESTIONS??? 


